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§1184.4

except where such efforts would signifi-
cantly interfere with the operation of
the agency’s automated information
system(s).

(d) Date of receipt. IMLS considers a
request that complies with paragraphs
(a) and (b) of this section to be a per-
fected request. The agency considers a
request to be received on the date that
the request is perfected.

§1184.4 When will I receive a response
to my request?

(a) Responses within 20 working days.
IMLS will ordinarily grant, partially
grant, or deny your request for records
within 20 working days after receiving
a perfected request.

(b) Extensions of response time in ‘‘un-
usual circumstances’”. (1) Where the
time limits for processing a request
cannot be met because of ‘‘unusual cir-
cumstances,” as defined in the FOIA,
the FOIA Officer will notify you as
soon as practicable in writing of the
unusual circumstances and may extend
the response period for up to ten (10)
working days.

(2) Where the extension is for more
than ten (10) working days, the FOIA
Officer will provide you with an oppor-
tunity either to modify the request so
that it may be processed within the
time limits or to arrange an agreed
upon alternative time period for proc-
essing the request or a modified re-
quest.

§1184.5 How will my request be proc-
essed?

(a) Acknowledgment of requests. IMLS
will assign a tracking number to your
request and will, as soon as prac-
ticable, advise you in writing of this
tracking number, and, as appropriate,
a brief description of the request, and
relevant IMLS contact information, in-
cluding the name and contact informa-
tion of the FOIA Public Liaison.

(b) Clarifications. If there is any un-
certainty, IMLS will attempt to com-
municate with you to clarify the scope
of your request.

(c) Referrals of requests. Whenever
IMLS refers all or any part of the re-
sponsibility for responding to a request
to another agency, IMLS will notify
you of the name of the agency to which
the request has been referred.
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(d) Grants of requests. When respon-
sive records are located, IMLS will
apply a presumption of disclosure and
openness. If IMLS decides to grant
your request in whole or in part, the
agency will notify you in writing. The
notice will include any applicable fee
and the agency will disclose records to
you promptly upon payment of applica-
ble fees. IMLS will mark or annotate
any records disclosed in part to show
the amount, the location, and the
FOIA exemptions under which the re-
daction is made, unless doing so would
harm an interest protected by an appli-
cable exemption.

(e) Denials of requests. Denials of your
FOIA request, either whole or in part,
will be made in writing by the FOIA
Officer. IMLS will inform you of the
reasons for the denial, including any
FOIA exemption(s) applied by the
agency in denying the request, and no-
tify you of your right to appeal the de-
termination as described in §1184.6.
IMLS will, as appropriate, provide a
brief description of the information
being withheld.

§1184.6 How can I appeal a denial of
my request?

(a) Submission of an appeal. If your
FOIA request has been denied in whole
or in part, or if the agency has not
found any records in response to your
request, you may file an appeal no
later than thirty (30) calendar days fol-
lowing the date of the notification of
denial. Your appeal must include a de-
scription of the initial request, the rea-
son for the appeal, and why you believe
the agency’s response was incorrect.
Your appeal must be in writing, signed,
and filed with the IMLS Director, c/o
Office of the General Counsel, 1800 M
Street NW., 9th Floor, Washington, DC
20036-5802. Appeals may also be sent by
email to foia@imls.gov, or by facsimile
to (202) 6563-4625.

(b) Decisions on appeal. The Director
of IMLS will make a determination
with respect to your appeal within
twenty (20) working days after the
agency has received the appeal, except
as provided in §1184.4(b). If the decision
on appeal is favorable to you, the Di-
rector of IMLS will take action to as-
sure prompt dispatch of the records to
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